OPERATIONAL SERVICES DIVISION

Job Aid:
How to Create a Grant Posting from Scratch in COMMBUYS

This Job Aid shows how to:
e Create a Grant from Scratch in COMMBUYS

Of Special Note:

Please note that COMMBUYS is authorized by the Office of the Comptroller (OSC) for use in providing formal public
notice of grant opportunities and awards. Those entities that are subject to oversight by OSC must follow the applicable

OSC grant’s policies and regulations, which can be found at the OSC website at http://www.mass.gov/osc. @ '@

Bids (Grants) are documents used to request responses (quotes) from potential Grantees. This job aid will start at the

Directions

COMMBUYS Step 1

Launch the COMMBUYS website by entering
& M M B Y the URL https://www.commbuys.com/bso/ in
the browser.
OPERATIONAL SERVICES DIVISION ——

COMMBUYS is the onhy official procurement record system for the Commonwealth of
Massachusetts’ Executive Departments. COMMBUY'S offers free internet-based access to all
public procurement information posted here in order to promote transparency, increase

Enter your Login ID and Password.

competition, and achieve best value for Massachusetis taxpayers.

COMMBUYS INFORMATION:

For more information on COMMBUY'S please visit the COMMBUY'S support pages.
Training and Registration for Purchasers

Training and Registration for Sellers

Job Aids for Purchasers

Job Aids for Sellers

If you hawe any guestions or concerns contact the COMMBUY'S Help Desk at
COMMBUY Si@state. ma.us or ring us during normal business hours (8AN — SPM Monday —
Friday) at 1-888-827-8283 or §17-720-3157.

L____ | Reqister
Register here to begin using COMMBUY'S.
“endors, please read this dizclaimer prior to registering.

L ___ | Complete Registration
Complete registration here to begin using COMMBUY'S.
“endors, please read this disclaimer prior to completing registration.

L____ | Open Bids
Browse open bid opportunities.
L | Active Contracts
Browse active Contracts/Blankets.
L____ | Contract & Bid Search
Search for Bids and active Contracts/Blankets.

L | Registered Vendor Search
Search for registered vendors.

Forgot your password?

& 2014 Periscope Holdings, Inc.
All Rights Reserved

point of creating a new bid for posting Grants, which is a very similar process to posting any other bid document.
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OPERATIONAL SERVICES DIVISION

Job Aid:

How to Create a Grant Posting from Scratch in COMMBUYS

Basic Purchasing Inquiry

December 17, 20132325 PMEST D@ 4l » L W T %

Buyer Buyer

Step 2

Upon successful login, select the Basic
Purchasing role on the upper right side of the

page.

vome | tems~ [N vencors - |

Requisitions »

POs
Receipts
Invoice

Ready To Open
In Progress
Ready for Approval
Ready to Send
Sent

Opened
Returned
Evaluated
Approved

Bid to PO
Canceled

Step 3

From the Navigation Bar, select
Documents > Bids > New.

Create a New Bid

Please select the method to create a new bid:

© Create a tid from seratch.
" Clone a bid fom ancther document.

O Capy Contrcts For Renewl,

Cancel & Bxi

Step 4

1. Select the Create a bid from scratch
radio button.

2. Click the Continue button.
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Job Aid:

How to Create a Grant Posting from Scratch in COMMBUYS

2 tens Adtess Acconting Boutng Atachments Noes Biders Amendments QUA Reminders Sonmiey

Avabls Dute “MMDOITYYY HE LSS AM o PAJ

( Open Market | v |

' (Open Market
Contract

Step 5a

This is the left half of the Bid General tab
where you select the Bid Opening/Closing date
and contract dates (if applicable). COMMBUYS
generates a BID number after you save your
information on the General tab.

Mandatory fields for BID:

e Available Date: The date a Grantee is able

to open and download the Grant application
and other documents. Grantees can also
begin to enter online responses at this time.
For Best Value Grant Notices of Intent to
Award, the date would be the date of the
Notice.

¢ Bid Opening Date: The date selected on

the Bid (Grant) when the response period is
closed to the respondent. COMMBUYS wiill
no longer accept quotes for that Bid and the
Grantor is able to open and view quotes.
For Best Value Grant Notices of Intent to
Award, the date would be the final date for
any challenges to be filed related to the
Notice.

e Allow Electronic Response: Check if the

Grantees are submitting their applications
as electronic quotes within COMMBUYS. If
there is an alternate application submission
method, uncheck this box. For Best Value
Grant Notices of Intent to Award, this box
would be unchecked.

Mandatory fields for Blanket:

e Purchase Method dropdown: Select

Blanket. Once Blanket is selected, two
additional fields requiring input- populate:

1. Blanket Begin Date: The anticipated

beginning date of a contract or award.
Click the calendar icon to select blanket
start date.

2. Blanket End Dates: Enter the anticipated

contract or award end dates using the
calendar icon. Click the Save & Continue
button when finished.

NOTE: all fields that list an * are required.
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Job Aid:
How to Create a Grant Posting from Scratch in COMMBUYS

Step 5b

estrien’ I This is the right half of the Bid General tab. The
. Eue Bt . Type Code dropdown determines master
Fiscal vaar® 2015 blanket type.

Organizstion: Opersticnal Services Division

Allow Electronic Respanse v o Select Type Code NS, Non-Statewide
Bid Opening Date:*MM/DD/YYYY HH:MM:SS AM or PM) So|icitation 0n|y_

ENE|

Purge Date:[MM/DD/YYYY)

Infarmal Big: NOTE: DO NOT USE Purge Date.

Estimated Cost: s0.00

Atemate 10 Optional fields:
e Select How Solicited from dropdown:

Print Format: ° Bid PrintForm *

Seldisiion Ensles te Email (default), Fax or Telephone

If not automatically populated, select from
dropdowns:
e Your Department
e Your Location
e Service or Commodity Required Date

User lsst Updated:

— 1. B|d Type Se'ect open or Closed_ On'y

select closed if all Grantee(s) are registered
in COMMBUYS and restricting applicants to
a select group of registered vendors. Most
Grants will be OPEN.

2. Info Contract. Input the contact name if it
differs from the purchaser.

3. Pre-Bid Conference: 250 character field to
capture BID conference information.

4. Bid Description: Must include title of the
Grant (the word “Grant” must be included in
title) and any other identifiable number.
(Limit 160 characters).

This is the key searchable field to locate the
Grant and the key identifier for tracking
within COMMBUYS.

5. Purchaser: Defaults to designated
purchaser.

6. Informal Bid: If selected, Commonwealth
users can see the submitted Grantee
guotes before bid opening date (Grant
Response Deadline).

7. Show on Web: This should be checked for
Grants to ensure the bid displays and is
searchable in COMMBUYS without having
to login.

8. Required Date: Does not apply-leave blank

9. Bid Type: Open or closed

10. Purchase Method: For Grants, select
Blanket only.

11. Tax Rate: N/A for Commonwealth

12. Item Single Award Only: Not applicable

13. Info Contract: add name of person for
Grantees to contact.
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Job Aid:

How to Create a Grant Posting from Scratch in COMMBUYS

Open Market Bid BD-15-1080-03D01-OSDEP-00000000257

Ilems Address Accounfing Routing Atiachments Mofes Bidders Quesfions Amendments Q&A Reminders Summary

Gengral Validation Errors

¥ Notems.

Step 6

COMMBUYS assigns a Bid number and
generates General Validation Errors (in Red)
of ‘No Items’. Click the Iltems tab to remove
the error message and to add items to the
bid.

Status: 281- In Progress E

Open Market Bid BD-15-1080-05001-08DEP-00000000257

General NiGutN Address Accounting Routing Attachments Nofes Bidders Questions Amendments Q&A Reminders Summary
EEN Address  Accounting Attachments Notes Quesfions

There are no items. Please click 'Search [tems"or ‘Add ltem’ below to add an tem,

Search fems Search lventory ems

Copyright @ 2014 Periscope Holdings, Inc. - All Rights Reserved.

Step 7

Click the Add Items Button to add item or
services to the Bid.

Open Market Bid BD-15-1080-0SD01-OSDEP-00000000257 Status: 281-In Progress 5

General NIGUEN Address Accounting Routing Attachments MNotes Bidders Questi Q&A Summary
[ EE N Address i lotes Questi
tem # tem Type: Normal ~ ~
Print Sequence™ 1.0 ttem Status: 2Bl In Progress
Descnptlun* @ Stock tem Number: @

Quantity Unit Cost HNet Unit Cost uom Discount% | Total Discount Amt. | Total

00 000 0Ol EA 00 0.00 5000

unsesc Tax Rate .

Segment-Famity:

] Tax Amount $0.00

UNSPSCClass: - Extended Amount,  $0.00
Commody-EPP: Lookup Commodiy-EFP

Manufacturer Brand: Wodel

Make: Packaging

- SavekAddNew || Save&Ext || SavedContiwe || Reset | |

Copyright & 2014 Periscope Holdings, Inc. - Al Rights Reserved.

Step 8

Input the item or service information. Major
fields on this page include:

Print Sequence* — Value defaults.

Description* — Enter complete description
of Grant, eligibility or Best Value Notice of
Intent to Award.

Quantity — Enter quantity (must be at least
1). If Grant is for a specific number, enter
that quantity. If unknown, enter 1 (which will
be used most often for Grants).

Unit Cost — Enter cost, if known. (leave $0
if unknown)

UNSPSC — Set of codes that classify goods
and services into standardized groups.

o Segment/Family

o Class

NEW UNSPSC Grant Opportunity Code —
code number created within COMMBUYS
for the Commonwealth of Massachusetts to
codify a grant as opposed to a commodity is
000000. All Grants can be found under this
code and it should be used in addition to
other codes you choose to identify the
required service.

Other Product Information — These fields
are optional.

JA_Buyer_How_To-Create-A-Grant-In-Commbuys_2015-08-07




OPERATIONAL SERVICES DIVISION

How to Create a Grant Posting from Scratch in COMMBUYS

Job Aid:
:

| Commaodity-EPP and Service Codes

...... s

...... -

...... -

g AL dthe i 7

UNSPSCCoseBrowse BT

Step 9

After clicking the eyeglass icon, the Search
Code screen populates.

1. Use the available search dropdowns and
fields to find the best code.

2. Select the radio button on the left side of the
screen to choose the best code(s), and click
Save & Exit to return to the Items tab. Add
as many items as required for the Bid by
clicking Save & Add New.

3. Remember the GRANT Code to signify a
grant as opposed to a commodity is
000000. All Grants can be found under this
code and it should be used in addition to
other codes searched for and chosen to
identify the required service.

4. Click the Save & Exit button once finished
with all required bid items and the ltems
General tab redisplays.

5. Click the Address tab to continue once all
items are added.

Status: 281 - In Progress EI

Open Market Bid BD-15-1080-03D01-0SDEP-00000000257

General ltems Aomunting Routing Attachments HNotes Bidders Questions Amendments Q&A Reminders Summary

Ship-to Address Bill-to Address
1080- Conversion Address 3 1080 - Conversion Address 2]
One Ashburion Place, Room 1017 One Ashburton Place, Room 1017
Boston, WA 02108 Boston, WA 02108
us s
Email: test@goperiscope.com Email: test@goperizcope.com

_ Save&Cnnthl Apply Ship-to to All tems l Apply BilHo to All tems. _

Copyright & 2014 Periscope Holdings, Inc. - All Rights Reserved.

Step 10
1. Click the Address tab to continue the bid.
2. Review the Ship-to and Bill-to Addresses.

3. Click the Eyeglass icon to add or change
either address.

Note: Organization Administrators (OA)
maintains the Ship-to and Bill-to addresses. To
update or add additional addresses, contact
the OA.

Lookup Ship-to Address - Open Market Bid BD-15-1080-0SD01-OSDEP-00000000257

Search Using: | ALL ofthe criteria =

Department 1D Department Name
Department Suffix Department Suffix
Search D Name
Fields: ~ .
Location ID Location Name
City County

Browse by: ABCDEFGHIJKLMNOPQRSTUVWXYZ

[ Find ][ Clear |

Close Window

Copyright @ 2014 Periscope Holdings, Inc. - All Rights Reserved.

Step 11
The Lookup Ship-to Address window displays.

e |nput the search criteria and click Find It.
e |f no criterion is entered, all possible

addresses for the Organization will appear
by clicking Find It.
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Job Aid:
How to Create a Grant Posting from Scratch in COMMBUYS
Step 12
e S Leoosd o Adaress nfo The search results display.
D Name Suffix Suffix
D Name
s o P ALS m - il 1. Check the Select radio button adjacent to
Dre g e the address you would like to select. Click
o the Select button at the bottom of the page.
Emal: inda banks-grant @accenturs com
Phane: (617)396-98
Gerer ems [TRY Accowtvg Rowtng Atechmentsf] lotes Bers Questons Amendnents 084 Reminders Sunmay Step 13
Ship-o Address Billto Address The search page closes and the selected
. e address populates the Ship-to Address.
i e Click Save & Continue.
11ih foor Saiz 1100
Boshon MA Q114 21 E Th Siret
153 Austin, TXTBT01
Ema Inda hanks-rani@sccenture com B
Fune (6175565554 Enal givres@perscapehotings con
Phone: (512656 343
- -
Step14
General Mems Address Accounting Routing [[ITSLS0TY Hotes Bidders i QsA i Summary 1. CI|Ck the Attachments tab The

ﬂ Click Add File to add file attachments.

Attachments tab displays. Attachments
include Grant Application and Required
Forms/Contract Documents.

No File Attachments

Forms

@ click Add Form to add form atiachments.

o For Best Value Notice of Intent to Award,
the Notice and any supporting information
should be posted as Attachments.

No Form Attachments

C me

Copyright © 2014 Periscope Holdings, Inc. - All Rights Reserved.

2. Click the Add File button to add a new file.

Note: Add Form is not currently a working
function in COMMBUYS.

Add File Stepl5
o Name is the display name for the file that will appear where attachment rapository fles are displayed. t can be differant from the name an disk and can contain alphanumeric chl The Add Flle window opens. Complete the
following fields:

Name*: sample attachment docx

Jecin 1. Name - Enter file name (Will auto populate
' if left blank.)

Fil* C:\Mly Files\1 - Commonvealth of Massachusetts\! - TraininglTraini | Browse,

Location: agency

2. Description — optional

Save & Exit Save & Continue Reset Cancel & Ext

3. Click Browse to select a file.

4. Click Save & Continue to add another file
or click Save & Exit when all files have
been added.

JA_Buyer_How_To-Create-A-Grant-In-Commbuys_2015-08-07
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Job Aid:

How to Create a Grant Posting from Scratch in COMMBUYS

Open Market Bid BD-15-1080-0SD01-0SDEP-00000000257 Status: 281 - In Progress £
General ltems Address Accounting Routing Notes Bidders Questi QsA Summary
Files
Name Description vShW Attached By Attached Date Delete
lendor
Tulips.jpg Test Buyer Buyer 08i21/2014 [

Forms

@ Cick Add Form to add form attachments.

HNo Form Attachments

|

Copyright @ 2014 Periscope Holdings, Inc. - All Rights Reserved.

Step 16

The Attachments tab redisplays with the new
file attached.

b General lems Address A ing Routing Attach "7\ Bidders CQuestions Amendments Q&A Reminders Summary
Delete
. Note Date |  User Note
Sample Note. A

Step 17

Click the Notes tab (this is an optional tab).

1. Add any text or note in the Note box. Notes
are viewable only by Commonwealth users.
Vendors cannot access or view these notes.

2. When complete, click Save & Continue.

General lems Addess Aceounng Routing Afachments{) Notst) Quesions Amendneats Q44 Reminders  Summary
Sabcontracurs Cuote Aty

Vendor Valdaton Warngs

Salect idder parficipabion, open or osed, and select vendors b nolfy
Uerestriced bid, 2l vendors £3n ew and respond

7 Restidd i, oy scecedvendies an i andespond

Vendor ID Vendor Name Frefemed
Vendor Address Deivery Hethod

7 howUneProesendes
! i B Hoker Lston Vendr S
0 g
e

Copyright © 2014 Periscope Holdings, Inc. - Al Rights Resémed

Step 18

Click the Bidders tab. In general, a bid (RFR)
should be open to all.(Unrestricted)

Several options can be set on the Bidders tab:

1. Select bidder participation

o Unrestricted — Any vendor can
respond to the bid. (For Grants select
Unrestricted.)

o Restricted — Only listed vendors can
respond to the bid. Should only be used
for Grants when all eligible Grantees
are confirmed as registered vendors in
COMMBUYS.

2. Show the Unit Price to Vendors — When
unchecked (default) bidders cannot see the
unit price for bid items.

3. Hide Bid Holder List on Vendor Side.
When checked (default), bidders cannot see
who has responded to the bid.

4. Click Save & Continue.

5. Click Lookup & Add Vendors.

JA_Buyer_How_To-Create-A-Grant-In-Commbuys_2015-08-07
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Job Aid:
How to Create a Grant Posting from Scratch in COMMBUYS
Lookup & Add Reference Vendors - Bid BD-15-1080-0SD01-0SDEP-00000000257 Step 19
[ rar J e ] Optional. The Lookup and Add Reference
Sa | vendorm Vendor tamo Vendors screen displays. This should be used
Vendor Tax 0 — e to select non-public entities ONLY, if they are
e Aernate 0 eligible to respond to the grant opportunity.
— -
ey S F Retorence vondor e Scroll to bottom of the screen and select
- Find Vendors for All Commodity-EPPS
oo | on the Bid button. The results will display
envranmentaty prstrsbl Produc TSI sty B with the Vendors who selected the same
—— — commaodity code as the bid item(s).
Prompt Pay Discount F
Arsyou mirstod m sartnering s o — e COMMBUYS automatically matches the
Geoarspnical Service Area in Massachussits [ vendors who have correctly registered with
service isablea Voteran Gumed Susiness — the selected UNSPSC codes. These
S | vendors will receive an email notification of
Business Structure A - the Bld_
Susiness yee Business Enterprise ( for profit ) :
Wemen Non-profit Organization (W/HPO) Certification W
program (| Small Business Purchasing Program
Browse by: ABCDEFGHIJKLMNOPQRSTUVWXYZ
i 0123456780910
[ Find It ][ Clear ]
P e oG smemess | Gesvinaon [
Step 20
Select | VendorlD | Vendor |Atermate| LastPODate | LastBidDate | Address | City |State| Contact | Phone | Reference
B lame | 10 Hame Vendor . . . .
- A popup window displays with a Warning
. U Bnites Message when selecting a large number of
i g | Sb T P e L 9 9 9
e, 76 Gt s vendors.
210
. s Opertiy e Click OK. The popup window will disappear
] il k3 Sohutions, : Fosevile | CA | Joff Huber | SI8TB08T41 | No . . . .
by Dive and all information populates in the bid.
Sate 100
The Pas - H H
0| wesu |y i o [ :m s e Click Save & Exit to return to the Vendors
I, it e |4 tab
Save d Exit Saved Contewe Find Vendors for Al Commodity-EFPs on e Bid Close Window
Capyrigea 2014 Perisaope Holdngs, Ine. - Al Rights Resrved.
e
o Warning: All vendors have been selected for email notification. A large
.Lh quantity of vendors may take several minutes to process. l
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Job Aid:
How to Create a Grant Posting from Scratch in COMMBUYS
Open Market Bid BD-15-1080-0SD01-OSDEP-00000000257 Status: 281 In Progress Step 21
mmsmwwwnmmwwnumm . .
Subcontractors Quote Actvy The Vendors tab will now display all the
SO i e e oo S A S Vendors who selected the same UNSPSC
‘ et codes as the Grant.
Restricted bid, only selected vendors can view and respond
Delete | VendorID | Vendor Name Preferred
Vendor Address el
00000051 | R Donneley Bd Ualing Address; A4 New Address Paper Copy Maled
General Mailing Address - Susan Sheridan 400 Blue Hill Drive Su.. ~
460 Bue Al Drive
Sute 100
Westwood, MA 02090
us
0 ';’wm?'h Bid Maling Address: Add New Address Paper Copy Maled
s General Mailing Address - Patricia Vacca 135 Lundquist Or Braintre. ~
135 Lundquist Or
Brantree, WA 02184
us
4351 Vurstec Amenca, | B Naiing 4SS New Asiress Paper Copy Ualed
e Agdress
General Mailing Address - Jery Robers 3301 E. Plano Parkway, Ste.. ~
3301 €. Pano Parkway, Ste 100
Plano, TX 75074
“1 Show Unt Prices to Vendors
¥ Hige B Holder List on Vendor Side
Q) Betire you ook up bid vendors o 834 8 new veador, please save your unsaved changes. Otherwise you wil ise those Changes.
I |
Copyright © 2014 Perscope Hokings, Inc. - Al Rights Reserved.
: ) Step 22
(Open Market Bid BD-15-1080-03D01-08DEP-00000000257 Sius: 8- Progress =
General Items Address Accounting Routing Aftachments(f) Notes(f) Bidders NUGHIUEY Amendments Q&A Reminders Summary 1. Click the QUGSI}IOI’\S tab. (ThIS IS an optlonal
tab.)The Questions tab allows you to create
N P Pk | - S guestions for the vendor to answer with a
e | US| conenge | HEsion e lype supplied response type.
(@ D Tl (g ) —V H 1
0 WALBLE 2. You can make these questions a required
response by checking the Required box.
3. To change the Response Type, chose from
DeetzAl the available dropdown options.
Save & Confin Resst . .
_ idas ) _ 4. Once all questions are entered, click Save
Copyright & 2014 Periscap Holdings, . - AN ights Resanied. & Continue.
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Job Aid:
How to Create a Grant Posting from Scratch in COMMBUYS
Open Market B BD-16-1080-05001.0SDEP-00000000257 e Step 23

Genensl Mems Address Accountng Roufng Atachments(f) Notes(t) Bidders uestons Amendments [TTY Reminders Summary

e Click the Q&A tab. (This is an optional tab.)
Question # | Created Date | User Created | Question Subject Question Answer Shw;aneb Siwﬂrigiméb’emmly Del_ﬂe The Q&A tab a”OWS VendorS and the
- _ = - Commonwealth to dialog within the bid. This
- feature is only usable before the bid
opening date; however, the questions and
answers remain viewable after the bid is
opened.

11 Alow vendorto submi quesfons

‘Send nofificabon when vendor submiing quesion

Copyright © 2014 Periscope Holdngs, Inc. - Al Rights Reserved.

In addition to adding the questions, there are
two options on this page:

e Allow Vendor to submit questions —
Make sure to check if questions are allowed
for the bid.

e Send notification when vendor sends
guestion — Use if you want notifications of
guestions sent in COMMBUYS.

Click Save & Continue after entry of each

guestion.
Open Market Bid BD-15-1080-05D01-0SDEP-00000000257 Status: 281 -In Progress 2 Step 24
General ltems Address Accouning Routing Attachments(f) Motes(l) Bidders Questions Amendments Q& A [[EEITRrY Summary Click the Reminders tab (ThIS is an optional
Due Date" Comment" Remind Whom* Days | Date Completed | Send | Date | Entered tab )
(MM/DDIYYYY) (max 250 characters) Prior (MM/DDAYYYY) | Email | Entered By *
to
Remind” . . . .
— To create a reminder, input the information on
E I T . the Reminder tab including:
i o Due Date
o Comment
D - — || o Aomingwhom
Copyright @ 2014 Periscope Holdings, Inc. - All Rights Reserved. . .
e ki o Days Prior to Remind
o Send Email

When the reminder is sent, the tab updates
with the Date Completed.

JA_Buyer_How_To-Create-A-Grant-In-Commbuys_2015-08-07 11
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How to Create a Grant Posting from Scratch in COMMBUYS

Open Market Bid BD-15-1080-05D01-0SDEP-00000000257

Gwmeri e gt jecountng Rosng Msehmestf) Mokt Siddrs Ouemises smendesns O Sumeces (I

St 281 In Progress. =

Step 25

Hachments
Files:

Forms:

]

fem# 1: Ta - nnges: B
UNSPSCOnE WA
e il an o sl
o et ] To DEaEATL TR Takmt T O
1 S0 BA-Ex 20 il i}
Mamiackuer. Brat Jot
It Faaghy
Ko Coe Aot
Tree b ey aEE e
==

Cop 2014 Pt Hoigs - s esenet.

Hesor ornaion Click the Summary tab.
oo b e Seerpn = e Ere—
Purchaser: By By ‘Minor Status: How Solicited: Emal
Organization: Cperstionsi Services Diveon . .
rocvn: : oo 5 G Lo e s The Summary tab provides a recap of the bid
‘Shaw On Web: Yes. Allow Electronic Quote: e Required Date: . . .
eyt s e o s an information. Shown here is the upper part of
p
e e o - the Summary tab.
conorcae P S
i PRl - P —
S P oo
Infa Contact: Balletin Desc: Pre-Bid Conference:
U S P SC Code Certified Required: No. Acknowledge inclusion required: Mo Hour of Acknowledge inclusion: 20
P— P——— "
Date Last Updated: 08Z120% D4R D0 AN User last Updated: Buyer Sayer ttem Single Award Only: Y
B e e s s e ot -
et et
;ﬂ’ﬁ‘m-m :.Lman
e
P -
Invoice Method: Treze Wizy Maten
oders: Veraort] Vendor tame [Freterrs temery Hethoa | otnesions | Responded
00000051 | RR Doancley Paper Copy Maied No
s ‘nu..,.n..ln.c |qunw|h|a¢ ™
Py [rerr—— ooy N
SIS | Grommogh Peags b Mamaras i, o | g oy Vot e
J0MM55T | Seamrosk Stemté Speesty Systems nz Paper Capy Wsied ™
IO | GROUPGLOSILNET | Papar Copy s e
T -
e [P -
it o ooy .
[ [y "
g [ Far -
e [Py -
32051 ‘Sharp Elestwnics Gomp Paper Copy Maied No
| msreeic [P org e -
o e -
(55| Wew Erglnd Offe Suply NECSIVWES, | Fapr Copy Maies e
o oo -
Step 26
Transzefion Size (Commonueaith tep 2
Departments Only):

Shown here is the lower part of the Summary
tab that provides a summary of each item on
the bid as well as the action buttons currently
available for the bid:

Submit for Approval
Cancel Bid

Clone Bid

Print

O O O O

After reviewing the information, click the
Submit for Approval button to submit the bid
into workflow for approval routing.

Skipped Tabs:
e Accounting: Not in use at present.

e Routing: Populates after submission for
approval.

JA_Buyer_How_To-Create-A-Grant-In-Commbuys_2015-08-07
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Job Aid:
How to Create a Grant Posting from Scratch in COMMBUYS
Message from webpa E Step 27

A Popup message displays stating, ‘Are you
sure you want to submit this bid?’ Click OK to
continue with the submission. To cancel the
submission, click Cancel.

@ Are you sure you want to submit this Bid?

Step 29
St 6RA-Ready o Aproal = The Summary tab redisplays showing a status

of Ready for Approval.
Amendments Q& A Reminders()

Step 30

Once the bid is approved, the bid’s status will

Home -Welcome Bﬂﬁk BUYE[ BUY&[ update in your Control Center. The status will
. . change from Ready for Approval to Ready to

News(f) Dashboard Regs(d] GLEREN PO[Y) ApprovallT) My Remindersld) - Events(0) Send.

In Progress(() Ready for Approval(() JLCELTECRELMY Ready to Open(3) Opened(t) Approved(0)

Click the blue hyperlink Bid # to open the bid.

Bid# Organization Buyer | Description
00000102 | Operational Senices Divsion Buyer Buyer | ob ad cregtion b
00000055 | Operational Senvices Divsion Buyer Buyer | sec testthre
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SD

OPERATIONAL SERVICES DIVISION

Job Aid:
How to Create a Grant Posting from Scratch in COMMBUYS
Pre-bid Approval Path: Step 31
Delete| Approver  Order | Approval|Level Approver|  Date Date The bid opens to the Summary tab. Scroll to
Sequence | Path Type Requested | Approved/Disapproved/Cq the bottom of the page.
ID
Urda Barks Grant |~ 1 1 |Pimay | 0115001 052017 P 01152014 05:23:43 P Under Send Bid Actions, Select the appropriate
o RADIO button option:
S o e Change bid status to ‘Sent” and notify
Option(s) | @ Change bid status to "Sent” and notfy vendors ' Change bid status to "Sent” only. Vendor - _general rule to send email
e Change bid status to “Sent’ only — posts
the Bid on COMMBUYS, but does not send
— — = an email notification to the selected bidders.

e Click on Send Bid button. The bid is now
posted on COMMBUYS,

Vendors may be able to respond depending on

the available date set on the General tab.

NOTE: If changes to this bid are required,

follow the “How to Create a Bid Amendment”

job aid.
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